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2015-2016 MontCAS Administration Training Log 
Please use this template for any training for Smarter, NCSC, Science CRT, Science CRT-Alt Administration and the English Language Proficiency Assessment. 
Copies should be filed in the system or school offices where the training occurred. 

 
 

School System:         School Name: 

Title of Training:           Date:   Time: 

Name of Presenter (First, Last): 

 

Attendees: 

Time In Time Out First Name Last Name Signature 
Received 
Materials 

     
 

      

      

      

      

      

      

      

      



Time In Time Out First Name Last Name Signature Received 
Materials 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 



User Roles and System Access | Page 1       Last Updated:  February 16, 
2016 

User Roles and Access to TIDE 2015–2016 

The following table indicates which users can access the features    
and tasks within the Smarter Balanced Assessment System.  

Task or Site DA* DC* SC* TE* TA* 

Access to Test Information Distribution Engine (TIDE) Features and Tasks 

Working with Student Information 

Retrieving Student Records       

Viewing and Editing Students**      

Uploading Test Settings      

Printing Testing Tickets       

Managing Users 

Retrieving User Accounts       

Adding User Accounts      

Adding, Editing, or Deleting Users through File 
Uploads 

     

Viewing and Editing User Details**      

Deleting User Accounts      

Working with Appeals 

Creating Appeals       

Retrieving Appeals      

Creating Appeals through File Uploads      

Working with Rosters of Students 

Viewing Rosters       

Adding a New Roster       

Modifying an Existing Roster       

Deleting a Roster       

Printing a Roster       

Creating Rosters through File Uploads      

Voice Packs 

Downloading and Installing Voice Packs      
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Task or Site DA* DC* SC* TE* TA* 

Documenting Non-Participation with Special Codes 

Viewing and Editing a Student’s Special Codes**      

Documenting Non-Participation      

Access to Test Administration (TA) Sites 

TA Interface Practice and Training Site      

Student Interface Practice and Training Site      

TA Interface      

TA Certification Site      

Access to Online Reporting System (ORS) Features and Tasks 

Score Reports 

School Listing      

Teacher Listing      

Roster Listing      

Student Listing      

Individual Student Score Report      

Test Management Center 

Summary Statistics      

Retrieve Student Results      

Plan and Manage Testing      

Test Completion Rates      

Manage Rosters      

Search Students      

Access to Teacher Hand Scoring System (THSS) Features and Tasks 

Scorer      

Score Manager      

*DA— System (District) Administrator; DC—System (District) Coordinator; SC—School Test Coordinator; 
TE—Teacher, TA—Test Administrator 

**Some roles have view-only access to this feature. 

  



Teacher

Date Test/Tests Administered Test Session ID

2016 Smarter Balanced Test Session Record



Teacher

Date Incident SSID Test Test Session ID

2016 Smarter Balanced Testing Incidents



Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

1.   Review all Smarter Balanced 

policy and test administration

documents, particularly

the Test Administration

Manual (TAM).

Complete at least 

2–3 weeks prior to 

testing.

2.   Attend school or district 

training sessions, if any are 

offered.

Complete at least 

2–3 weeks prior to 

testing.

MSSA Training                                   

Date completed   _________                      

3.   Provide students with a walk-

through of the Training Test 

and/or Practice Test for familiarity 

with navigation of the system and 

tools.

TAM p. 6       

http://mt.portal.air

ast.org                TA 

Training Site

Complete while 

spaced over 2–3 

weeks prior to 

testing.

4.   Perform an equipment needs 

check based on individual student 

requirements.

Work with the SC to identify 

students who will need specialized 

equipment for accommodations 

such as Text-to-Speech.

None Complete at least 2 

weeks prior to 

testing.

Students are permitted and 

encouraged to use their own 

ear buds or headsets—but 

districts and schools should 

also plan on having some 

available.

5.   Work with the SC to determine 

precise testing schedules based 

on the test administration 

windows selected by the school 

schedule.

Make sure your

students’ test

Refer to slide 5 in 

training powerpoint

Complete at least 

1–2 weeks prior to 

testing.

MONTANA SMARTER TEST ADMINISTRATOR CHECKLIST

Estimated 

Time to 

Complete

1–2 hours

2–3 hours

1 hour Repeat 

as often as you 

would like

1–2 hours



Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

administration

schedule includes allowable 

breaks and time for the Classroom 

Activity prior to the performance 

task.

6.   Confirm that you have received 

your TIDE login information. You

should have received

an automated email from the Help 

Desk notifying you of how to log in 

to TIDE. You will also use this 

username and password for the 

Online Testing System (TA 

Interface).

Modified TA TIDE 

User Guide

Complete at least 

1–2 weeks prior to 

testing.

If you have not received this 

information, please check your 

spam/junk email folder to see 

if it was mistakenly routed 

there. If not, check with your 

School Test Coordinator.

7.   Work with your SC to ensure 

that each student has an SSID 

number and has been loaded into 

TIDE.

Modified TA TIDE 

User Guide

Complete at least 

1–2 weeks prior to 

testing.

8.   Confirm each student’s test 

settings for designated supports 

and accommodations

in TIDE against their IEP or other 

relevant documentation as 

appropriate (such as RTI).

TIDE manual and 

Usability, 

Accessibility, and 

Accommodations 

Guide

Complete at least 

1–2 weeks prior to 

testing.

9.  Ensure that the open- source 

secure browser has been 

downloaded to any computer(s) on 

which students will be testing.

Modified TA TIDE 

User Guide

Complete at least 

1–2 weeks prior to 

testing.

and again

Complete the day 

before testing or 

morning of testing.

Check with your SC or School 

Technical Coordinator if the 

[Secure Browser] icon is 

missing.

2–4 hours

1–2 hours

Estimated 

Time to 

Complete

2–4 hours

2–4 hours



Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

10. Communicate to students the 

need for headsets in order to take 

the ELA Listening portions of the 

assessment.

Identify any students who may not 

have their own headsets and 

make arrangements with the 

school to have headsets available 

for those students. Counts should 

be determined prior to testing.

Also have extra headsets on hand 

for students who may forget to 

bring theirs.

Send reminders several days 

before and the day prior to testing 

to ensure students remember to 

bring headsets.

None Make a count of 

needed headsets 

(vs students who 

have their

own) at least 3 

weeks prior to 

testing and tell your 

SC the number 

needed.

Three days before 

testing, remind 

students to have 

their headsets 

available the day of 

tests.

One day before 

testing, remind 

students to bring 

their headsets.

Administration of the ELA 

assessment will contain a 

listening portion. Students will 

need ear buds or headsets. 

Make sure your school has 

extras available for students 

who may need them on the day 

of testing.

Have extra headsets on hand in 

case students forget.

11.  All assessments will have CAT 

items plus a performance task 

(PT)

There will be no classroom 

activites for the 2016 test 

administration

Complete during 

the testing 

schedule.

Estimated 

Time to 

Complete



Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

12. Plan a quiet activity for each 

test session for students who 

finish early.

Complete the week 

of testing.

The activity should not be 

related to the test being given. 

For example, students who 

finish early may work on 

assignments for unrelated 

subjects or read a book.

13. Prior to administration, check 

all computers that will be used 

and close all applications except 

those identified as necessary by 

the school’s Technology 

Coordinator. Make sure that no 

computer has dual monitors.

Work with your SC to set system 

volume prior to students launching 

the secure browser to ensure 

students can hear the audio 

portions of the ELA segment.

Complete the 

morning of testing.

The TA should open the secure 

browser on each computer 

after closing any unnecessary 

applications.

14. Administer the Smarter

Balanced

assessments, following the script 

and

directions for administration. 

Provide

any necessary non- embedded 

designated supports and

accommodations.

Complete the day(s) 

of testing.

Provide students with scratch 

paper for all test sessions. Also 

provide students in grades 6

and above graph paper for the 

mathematics assessments.

15. On the day of testing, pass out 

the test tickets and verify that the 

students have their o login 

information (first name, SSID, and 

session ID) 

Complete the day(s) 

of testing.

Estimated 

Time to 

Complete

15–30 

minutes

1–2 hours



Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

16. Review all guidelines for 

creating a secure test 

environment.

Review all security procedures and 

guidelines  provided by OPI.

Test Security 

Checklist and 

guidelines

Prior to and during 

day(s) of testing.

17. Make sure the physical 

conditions of the testing room are 

satisfactory.

Make sure that no instructional 

materials directly related to the 

content of the assessments are 

visible.

Students should be seated so 

there is enough space between 

them, or provide desktop 

partitions to minimize 

opportunities to

look at each other's

screen. Actively monitor

students

throughout the test

sessions. Students who are not

being tested may

not be in the room

where a test is

being administered.

Testing Script and 

Instructions

Complete the day(s) 

of testing.

Make sure students clear their 

desks and put away all books, 

backpacks, purses, cell phones, 

electronic devices of any kind, 

and other materials not

needed for the test.

Ensure that students do not 

access unauthorized electronic 

devices (such as cell phones) at 

any time during testing.

Test Administrator

Activities

Reference in

Manual

Target Completion 

Date

Notes/Resources

18. Report any testing 

improprieties, irregularities, and 

breaches to the SC and DC in 

writing immediately following an 

impropriety, irregularity, or breach.

Modified TA TIDE 

User Guide

Complete as soon 

as possible during 

or immediately 

following testing.

19. Securely dispose of all printed 

testing materials, including 

student login information, print-on- 

demand documents, and scratch 

paper in a secure manner.

Test Security 

Checklist and 

Guidelines

Complete after 

testing.

Estimated 

Time to 

Complete

Estimated 

Time to 

Complete
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3.   Do not give students access to secure test questions prior to testing or discuss test questions at

any time.
4.   Do not leave students unattended with testing materials or to take them unaccompanied to

another location.
5.   Store all test materials together to avoid misplacing or losing any. Immediately return them to their storage 

place after each session.

6.   Do not copy or otherwise reproduce test materials.
School Coordinator / Test Administrator

Test Administrator Security Checklist

Avoiding Security Breaches

1.   Store materials in a secure location when not in use.

2.   Do not allow students to have access to technology which may be used to record, print, or

otherwise expose test questions or stimuli to other students or outside sources at any time while test materials 

5.   Minimize distractions during testing, including intercom announcements

6.   Place “Do Not Disturb” signs on doors where testing is occurring.

7.   Make sure testing environment is comfortable and has appropriate lighting.

8.   Utilize testing proctors at a recommended ratio of one proctor to not more than 30 students.

4.   Keep voice inflections neutral in the event a required and allowable test accommodation is to

read portions of the test aloud. Follow the guidelines for Read Aloudn found on the OPI Assessment website 

Standardized Testing Environment

1.   Instruct students to store all electronic communication devices, such as cell phones before the test session begins. 

Inform students that they are not permitted to access any such devices until the end of the test session even if they 

finish before other students.

2.   Do not allow students to have access to dictionaries, thesauri, or reference sources unless they have this as a non-

embedded test setting.

3.   Do not allow students to use calculators when not specified.

4.   Cover or remove bulletin boards, posters, or other instructional displace that could aid students during

testing. This includes instructional items that are not available to all students taking the test such as

graphic organizers or multiplication tables.

7.   If a student asks a question, the test administrator may respond, “I’m sorry I can’t help you; just

do your best.”
8. If a student is utilizing the scribe accommodation, scribe exact student responses, including

incorrect responses, when scribing is a specified accommodation. Include all grammatical and punctuation errors 

9. Do not coach any students.

5.   Monitor students as they test.
6.   Do not allow students to leave the room unaccompanied by an adult once the student has

begun a session.

School Coordinator / Test Administrator

Standardized Test Administration Procedures

1.   Maintain a positive attitude about testing before, during and after testing.

2.   Allow students to take rest room breaks in advance of testing.

3.   Check to see if all eyeglasses and/or hearing devices are working and being used, if needed.
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Day of Test Administration Script 
Use this script on the day of testing for both the computer adaptive test (CAT) and the performance task 
(PT) portions of each content area test (Math and ELA). This script should be followed exactly each time a 
test is administered.  Remember that the CAT and PT portions are considered two unique tests and, as 
such, adherence to the process that follows is needed when initiating both tests. 
 
The testing administrator (TA) should verify the security of the testing environment prior to beginning 
each test session. TS’s must ensure that students do not have access to digital, electronic, or manual 
devices during testing. 
 
To ensure that all students are tested under the same conditions, the TA should adhere strictly to the 
script for administering the test. When asked the TA should answer questions raised by the students, but 
should never help the class or individual students with specific items. No test items can be read by a Test 
Administrator to any student for any content area, unless specified as an accommodation as listed in the 
Usability, Accessibility and Accommodations Guidelines. 
 
All directions that a TA needs to read to students are bolded below. They should be read exactly as 
written, using a natural and warm tone and manner. If the TA makes a mistake in reading a direction, the 
TA should stop and say, “I made a mistake. Listen again.” Then the direction should be reread.  
 
The TA should try to maintain a natural classroom atmosphere during the test administration. Before each 
test begins, he or she should encourage students to do their best. 
 
Any time a student logs into the testing system, the TA should follow this script. This includes logging in to 
complete either the CAT or PT tests. 
 
Starting a session: 
 
“Today you will start the Smarter Balanced __________________________. As we read through the 
directions I will need everyone to remain quiet and listen carefully.  
 
While testing you must answer each question on the screen before going on to the next page. During 
the test, you may see a page with no test questions. Follow the directions on the page to continue 
taking the test.  
 
You must make an answer selection in order to move to the question on the next page. If you are 
unsure of an answer, provide what you think is the best answer; there is no penalty for guessing. If you 
would like to review that answer at a later time, mark the item for review by clicking the three grey 
lines at the top of an item and choosing the Flag that says Mark for Review. Flagging the item will 
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remind you to go back and decide whether or not you want to change the answer during the test 
segment.  
 
You may PAUSE at any point in the test by clicking the PAUSE button rather than NEXT button after 
answering an item.  
CAT Only: During today’s ________________ the PAUSE button is used to temporarily stop the test. 
Note that PAUSING for more than twenty minutes will prevent you from changing any answer on 
previous pages of the test. Please raise your hand when you need a break and ask me before you click 
PAUSE.  
 
Your answers need to be your own work. Please keep your eyes on your own test and remember that 
there should be no talking.  
 
Please keep in mind that this test may be divided into segments. When you go to the end of each 
segment, you will be prompted to review your answers before moving on. Once you have submitted 
your answers and move on to the next segment, you will not be able to return to the previous segment.  
 
Are there any questions? 
 
At this time I will give each of your test tickets.” 
  
“Please log in into the computer using our normal logins and wait for my next instructions silently; do 
not open any applications. Raise your hand if you are unable to login.”  
Help students; continue when everyone is ready 
 
“Students please check the volume setting on your computer and make sure it is not on mute.”  
Give the students a minute and help as needed; varied additional instructions based on computer device. 
 
“When you have checked your volume and it is correct please click on the MT Secure Browser icon 
located on your desktop.  
If you have an issue please raise your hand, if not please remain quietly waiting.” 
Help students; continue when everyone is ready 
 
“Has everyone reached the screen titled “PLEASE SIGN IN”? 
Look for a show on consent and continue 
 
“Please refer to your test ticket. First enter your ID number. In the next line enter your first name as it 
appears on your test ticket. Thirdly, enter the session ID that is printed on the board.” (Point to the 
session ID and have it visually reflective of the student screen)  
 
“Click on SIGN IN after entering this information. If you have an issue, please raise your hand, if not 
please remain quietly waiting and do not continue on.”  
Help students; continue when everyone is ready 
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“The next screen is titled “IS THIS YOU?” and your FIRST NAME, SSID, LAST NAME, DATE OF BIRTH, 
SCHOOL AND GRADE is listed. Please check this information.  If it is correct, select “yes” to continue and 
wait quietly. If any of the information is incorrect please raise your hand at this time.” 
Help students 
 
“On the next screen your assessments will show and one will be available to you. 
 Click on the _____ _________________ (assessment for the day). After doing this, you will be waiting 
for Test Administrator Approval.  Raise your hand if you need help. 
Help students 
 
At this time I will approve each of your test requests. Once I do this you will see a screen asking you to 
check your test content area and settings. If all the information is correct, you may select YES, START 
MY TEST. If any of it is incorrect, please raise your hand and wait quietly.”  
Approve all tests that are appropriate. If a student has selected the incorrect test make sure to deny it. 
They will have to login again and select the correct test. 
 
Only ELA: “Next you should see a screen that prompts you to verify that the sound on your computer is 
working. Put your headphones on and click the icon on the speaker in the circle to hear the sound. If 
you hear the chime, click YES and wait for further instructions. If not, please raise your hand and we will 
help you.”  
Help students 
 
“Before your test appears, you will see a tutorial page listing the test tools and buttons that you may 
use during the test or that will appear on the test. You can also find this information during your test by 
clicking the HELP button in the top right corner. I will give you a few minutes to read these carefully.”  
Give students a few minutes to review. 
 
“When you are finished reading and are ready to start your test, click BEGIN TEST NOW at the bottom 
of the page.”  
Collect all test tickets 
 
 
5-10 minutes until end of session: 
“We have ___ minutes left in this session. If you have not completed your test, you will be able to 
continue where you left off the next time we test; however, you will not be able to go back to any of 
your previous answers, so please review any completed or marked items now. Do not submit your test 
unless you have reviewed and answered all of the questions.”  
 
End of test session: 
“This test session is now over. I am going to stop the test session, but you will be able to finish at 
another time. If you have finished your test at this time, click SUBMIT TEST. I will now collect any 
scratch paper or other materials.”  
 


